
County Council of Cuyahoga County, Ohio 

Resolution No. R2021-0003 

Sponsored by:  Councilmember 
Brown on behalf of Cuyahoga 
County Personnel Review 
Commission 

A Resolution adopting various changes to 
the Cuyahoga County Non-Bargaining 
Classification Plan and declaring the 
necessity that this Resolution become 
immediately effective. 

 WHEREAS, Section 9.03 of the Charter of Cuyahoga County states that the 
Cuyahoga County Personnel Review Commission shall administer a clear, 
countywide classification and salary administration system for technical, specialist, 
administrative and clerical functions with a limited number of broad pay ranges 
within each classification; and 

WHEREAS, the Personnel Review Commission submitted several proposed 
changes to the Cuyahoga County Non-Bargaining Classification Plan; and 

WHEREAS, the Personnel Review Commission considered this matter and has 
undergone significant review, evaluation and modification of such submitted changes 
to the Cuyahoga County Non-Bargaining Classification Plan; and  

WHEREAS, on December 2, 2020, the Personnel Review Commission met and 
recommended the classification changes (attached hereto as Exhibits A through K) 
and recommended to County Council the formal adoption and implementation of the 
attached changes; and 

WHEREAS, it is necessary that this Resolution become immediately effective in 
order that critical services provided by Cuyahoga County can continue and to provide 
for the usual, daily operation of a County entity.   

NOW, THEREFORE, BE IT RESOLVED BY THE COUNTY COUNCIL OF 
CUYAHOGA COUNTY, OHIO: 

SECTION 1.  That the Cuyahoga County Council hereby adopts the following 
changes to the Cuyahoga County Non-Bargaining Classification Plan: 

Modifications of the following Classifications: (See attached Classification 
Specifications) 

Proposed Revised Classifications: 

Exhibit A: Class Title: Area Construction Engineer 



  Number:  18076 
Pay Grade: 16A/Exempt (No change) 
* PRC routine maintenance. Classification last revised in 2012.  
Language was updated to better reflect work performed on the job.  
Position was opened to the Bridge and Road Maintenance section 
of Public Works. 

 
Exhibit B: Class Title:  Customer Service Representative 
  Class Number: 16041 

Pay Grade:  5B/Non-Exempt (No change) 
* PRC routine maintenance. Classification last revised in 2014.  
Language was updated to better reflect the work performed on the 
job.  Added a Technology Requirements section. 

 
Exhibit C: Class Title: Emergency Management Specialist 

    Class Number: 12091 
    Pay Grade:  8A/Exempt (No change) 

* PRC routine maintenance.  Classification last revised in 2016.  
Language was updated to better reflect work performed on the job.  
A Technology Requirements section was added. 
 

Exhibit D: Class Title: Engineer 1 
    Class Number: 18072 
    Pay Grade:  8A/Exempt 

* PRC routine maintenance.  Classification last revised in 2012.  
Language was changed to better reflect work performed on the job.  
Added a Technology Requirements section and recommending 
FLSA change to Exempt based on professional exemption. 
 

Exhibit E: Class Title: Engineer 2 
    Class Number: 18073 
    Pay Grade:  10A/Exempt  

* PRC routine maintenance.  Classification last revised in 2012.  
Language was changed to better reflect the work performed on the 
job.  Added a Technology Requirements section and 
recommending FLSA change to Exempt based on professional 
exemption. 
 

Exhibit F: Class Title: Engineer 3 
    Class Number: 18074 
    Pay Grade:  14A/Exempt (No change) 

* PRC routine maintenance.  Classification last revised in 2012.  
Language was changed to better reflect work performed on the job.  
Added a Technology Requirements section. 
 

Exhibit G: Class Title: Engineer 4 



    Class Number: 18075 
    Pay Grade:  15A/Exempt (No change) 

* PRC routine maintenance.  Classification last revised in 2012.  
Language was changed to better reflect work performed on the job.  
A Technology Requirements section was added. 
 

Exhibit H: Class Title: Engineering Technician 
    Class Number: 18701 
    Pay Grade:  7A/Non-Exempt (No change) 

* PRC routine maintenance.  Classification last revised in 2012.  
Language was updated to better reflect work performed on the job.  
A Technology Requirements section was added. 
 

Exhibit I: Class Title: Section Chief, Engineer 
    Class Number: 18077 
    Pay Grade:  17A/Exempt (No change) 

* PRC routine maintenance.  Classification last revised in 2012.  
Language has been updated to better reflect work performed on the 
job.  A Technology Requirements section was added. 
 

Exhibit J: Class Title: Senior Emergency Management Specialist 
    Class Number: 12092 
    Pay Grade:  10A/Exempt (No change) 

* PRC routine maintenance.  Classification last revised in 2017.  
Language was updated to better reflect work performed on the job.  
A Technology Requirements section was added. 
 

Exhibit K: Class Title: Supervisor, Emergency Management Specialist 
    Class Number: 12093 
    Pay Grade:  13A/Exempt (No change) 

* PRC routine maintenance.  Classification last revised in 2016.  
Language was updated to better reflect work performed on the job.  
A Technology Requirements section was added. 
 

SECTION 2.  It is necessary that this Resolution become immediately effective 
for the usual daily operation of the County; the preservation of public peace, health, 
or safety in the County; and any additional reasons set forth in the preamble. Provided 
that this Resolution receives the affirmative vote of at least eight members of Council, 
it shall take effect and be in force immediately upon the earliest occurrence of any of 
the following: (1) its approval by the County Executive through signature, (2) the 
expiration of the time during which it may be disapproved by the County Executive 
under Section 3.10(6) of the Cuyahoga County Charter, or (3) its passage by at least 
eight members of Council after disapproval pursuant to Section 3.10(7) of the 
Cuyahoga County Charter. Otherwise, it shall take effect and be in force from and 
after the earliest period allowed by law. 



SECTION 3.  It is found and determined that all formal actions of this Council 
relating to the adoption of this Resolution were adopted in an open meeting of the 
Council, and that all deliberations of this Council and of any of its committees that 
resulted in such formal action were in meetings open to the public, in compliance 
with all legal requirements, including Section 121.22 of the Ohio Revised Code. 

 
 
  On a motion by Ms. Brown, seconded by Ms. Conwell, the foregoing Resolution was 
  duly adopted. 

 
Yeas: Tuma, Gallagher, Schron, Conwell, Brown, Stephens, Simon, Baker, Miller, 

Sweeney and Jones 
 
Nays: None 
 

    
 
           

_________________________ __________ 
County Council President  Date 
 

 
           

_________________________ __________ 
County Executive   Date 
 

           
           

_________________________ __________ 
Clerk of Council    Date  

 
 
 
First Reading/Referred to Committee:  January 12, 2021 
Committee(s) Assigned:  Human Resources, Appointments & Equity 
 

 Journal CC041 
 February 9, 2021 
 
 [Clerk’s Note:  Electronic signatures affixed in accordance with Cuyahoga County 
 Code Chapter 110] 
 

 
 
 



Effective Date: 07.10.2012 
Last Modified: 07.10.2012 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 

Class Title: Area Construction Engineer Class Number: 18076 
FLSA: Exempt Pay Grade: 16A 
Dept: Public Works 

Classification Function 

The purpose of the classification is to interpret, organize, execute, to staff, oversee construction projects, 
and coordinate assignments in the Construction or the Bridge/Road Maintenance division.  

Distinguishing Characteristics 

This is a professional supervisory level classification, responsible for defining scope of work, identifying 
problem areas for investigation, and developing concepts and approaches for problem solving. This class 
is distinguished from a Chief Section Engineer where the former is responsible for oversight of multiple 
construction and/or maintenance teams  while the latter is responsible for the Construction Division 
and/or Bridge Maintenance Section of the Public Works Office. This class is different from Engineer 4 
where the latter has less experience and coordinates the work of individuals with an engineering design 
skillset versus focusing on construction and maintenance.    

Essential Job Functions 

The following duties are normal for this classification. These are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned. 

30% +/- 10% 
 Plans and coordinates tasks on construction projects with a variety of agencies in order to minimize

disruption to the public and to maintain the requirements of the projects; conducts progress meetings 
with utilities, local municipalities, County department staff, and the contractor; reviews and approves 
amendments to construction plans; conducts inspections and documents outstanding items; certifies 
project completion and compliance with specifications. 

 30% +/- 10% 
 Maintains contact with engineers and officials of organizations and contracting companies with

responsibility for acting independently on technical matters pertaining to construction activities of the 
department; reviews and approves contract supplement requests; conducts meetings to coordinate 
projects. 

20% +/- 10% 
 Oversees field activities while working closely with Construction Engineers/Supervisors in maintaining

consistent quality requirements for all construction projects; provides engineering and technical 
support; acts as an information source for departmental activities. 

15% +/- 5% 
 Maintains professional expertise; attends and participates in professional group meetings,

conferences, seminars, and training; stays abreast of new trends and innovations in the field; takes 
and distributes meeting minutes. 

5% +/- 2% 
 Assumes duties of the Chief Section Engineer in his/her absence.
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Area Construction Engineer 
   

Effective Date: 07.10.2012 
           Last Modified: 07.10.2012 
 

Minimum Training and Experience Required to Perform Essential Job Functions 
 

 Bachelor’s degree in Civil Engineering or Civil/Construction Engineering Technology with a minimum 
of nine (9) years civil engineering experience in highway and/or bridge work or any combination of 
education and experience that provides equivalent knowledge, skills, and abilities. 

 
 A Professional Engineer (PE) license is required. 

 
 Valid driver’s license and proof of automobile insurance. 
 
Additional Requirements  
 
 Must obtain a Professional Engineer (PE) license with the State of Ohio within six (6) months of 

hire.  
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 

 
Physical Requirements  
 
 Ability to operate a variety of automated office machines including computers and peripheral 

equipment, engineer’s scales and measuring tools. 
 
 Ability to operate a measuring wheel, slump cone, and various hand tools (e.g. hammers, chisels, 

screwdrivers), and engineer scales.  
 

Technology Requirements 
 
 Ability to operate a variety of software and databases including construction management and 

communication software (APPIA), email software (MS Outlook), spreadsheet software (MS Excel), 
word processing software (MS Word). 

 
Supervisory Responsibilities 
 
 Ability to assign, review, plan and coordinate the work of other employees and to maintain standards. 
 
 Ability to provide instruction to other employees and to act on employee problems. 
 
 Ability to solve and act on employee problems. 

 
 Ability to recommend the transfer, selection, evaluation, or promotion of employees. 
 
 Ability to recommend and act on the discipline or discharge of employees. 
 
Mathematical Ability 
 
 Ability add, subtract, multiply, divide, calculate decimals and percentages, and utilize routine 

statistics, algebra, geometry, trigonometry, and calculus.  
 
Language Ability & Interpersonal Communication  
 
 Requires the ability to perform mid to high level data analysis requiring managing of data and people 

deciding the time, sequence of operations or events within the context of a process, system, or 
organization. Involves determining the necessity for revising goals, objectives, policies, procedures, 



Area Construction Engineer 

Effective Date: 07.10.2012 
Last Modified: 07.10.2012 

or functions based on the analysis of data/information and includes performance reviews pertinent to 
objectives, functions, and requirements. 

 Ability to comprehend contractor submittals, invoices, plans, construction schedules, material
submittals, project amendments, inspection reports, testing reports, work reports, contracts, other
reports and records, and legal descriptions.

 Ability to comprehend a variety of reference books and manuals including Employee Handbook, Ohio
Revised Code (ORC), Ohio Department of Transportation (ODOT) Construction and Material
Specifications, ODOT Construction management guidelines, ODOT/AASHTODesign manuals,
ODOT Bridge Inspection Manual, Manual of Uniform Traffic Control Devices, Ohio EPA regulations,
and other  codes and standards manuals.

 Ability to prepare project letters, approvals, submittal logs, meeting minutes, productivity graphs,
performance appraisals, and other job related documents using prescribed format and conforming to
all rules of punctuation, grammar, diction, and style.

 Ability to supervise and counsel employees, convince and influence others, to record and deliver
information, to explain procedures, to follow instructions.

 Ability to use and interpret engineering, construction, and related legal terminology and language.

 Ability to communicate with staff, clients, contractors, residents, engineers, and departmental
employees and administrators.

Environmental Adaptability 

 Work is typically performed in an office environment and in the field.

 Work may involve exposure to temperature and weather extremes, dust, noise extremes, electrical
currents, bodily fluids, toxic/poisonous agents, vibrations, traffic hazards, and machinery.

Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective employees and incumbents to discuss potential accommodations with the employer.  



CURRENT CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

16041 Customer Service Representative Information 
Technology Non-Exempt 5B 

PROPOSED REVISED CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

16041 Customer Service Representative Information 
Technology Non-Exempt 5B 

 

Requested By:  Personnel Review Commission  
  

Rationale: PRC routine maintenance. Classification last revised in 2014.  Language was 
updated to better reflect the work performed on the job. Added a Technology 
Requirements section. 

 

No. of Employees 
Affected:           

Two (2) 

 

Dept.(s) Affected: Information Technology 
 

Fiscal Impact: None 
 

Staffing 
Implications: 

None  

 

PRC Contact(s): David Mizuta, Classification and Compensation Specialist 
Albert Bouchahine, Manager of Classification and Compensation 

                  

 

 

                                                                                            



Human Resources 
and Management 
Contact(s): 

Date of Contact: Type of Contact: Reason: 

Sabine Respress; 
Communications 
Coordinator 2 

07/9/2020 
8/17/2020 
9/18/2020 

Email 
Email 
Email 

Sent draft specification  
Reminder 
Reminder 

Andy Molls; Deputy 
Chief Technology 
Officer 

07/9/2020 
8/17/2020 
9/18/2020 

Email 
Email 
Email 

Sent draft specification  
Reminder 
Reminder 

Jim Battigaglia, 
Archer Consultant 

1/18/2017 Email Pay grade evaluation 

 



   

 
           Effective Date: 06.02.2014 
             Last Modified: 06.02.2014 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Customer Service Representative Class Number: 16041 
FLSA: Non-Exempt Pay Grade: 5B 
Dept: Information Technology 
 
Classification Function   
 
The purpose of this classification is to provide assistance to all County departments on 
telecommunication equipment and service issues. 
 
Distinguishing Characteristics 
 
This is an entry level classification that receives direction from management in the form of broad 
objectives and receives instruction or assistance as new or unusual situations arise. Incumbents are 
expected to become/remain up to date regarding methods, protocols, procedures, and applicable 
regulations. 
 
Essential Job Functions 

 
The following duties are normal for this classification. These are not to be construed as 
exclusive or all-inclusive. Other duties may be required and assigned. 
 
           35% +/- 10% 
 Provides assistance to all County departments on telecommunication equipment (telephones, cellular 

phones, pagers, etc.) and services issues; assists departments with analyzing and reassessing 
telecommunication needs; receives equipment requests and orders equipment and services for 
customers as directed by supervisor; installs telecommunication equipment; monitors the progress of 
installations and changes to verify completion of equipment and service requests; makes changes to 
cellular users’ information including name changes, password resets, call details, etc.; processes 
activation and disconnection requests for communication device accounts; arranges and coordinates 
device/account moves, adds, changes, and repairs with the vendor; converts analogue telephone 
lines to a Voice Over Internet Protocol (VOIP) system;  submits requests for new/renewal of circuits 
with Telecommunications Requests (TSR) through the State of Ohio; manages voicemail inboxes. 
 

35% +/- 10% 
 Processes billings for telecommunications equipment and services; reviews vendor services invoices; 

identifies discrepancies with billings; collaborates with vendors to resolve issues with billing and 
payments; creates queries and reports to provide payment for all billing accounts; prepares and 
submits requests to vendors for credits; sends check payments to vendors; prepares and submits 
vouchers for payments to the Fiscal Department; verifies all telecommunication equipment and 
services billed are being used; verifies cost centers by comparing related budgeted costs to actual 
costs; verifies cost-breakdowns for multi-cost center accounts; identifies disconnected and invalid 
equipment and services; tracks costs and assists departments in identifying charges on bills for 
budget and reporting purposes. 
 

20% +/- 10% 
 Maintains documentation on all processes, procedures, and actions; maintains records of invoices; 

maintains records of spending utilizing spreadsheets to assist with keeping budgets for contracts 
within allotted budget amount; prepares cost analyses spreadsheets and graphs for accounts; 
maintains and updates various spreadsheets and lists (e.g. VOIP conversions, VOIP master cut 
spreadsheets, Right Fax ports, etc.); maintains records of checks sent to vendors.    
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Customer Service Representative  
 

          
           Effective Date: 06.02.2014 
             Last Modified: 06.02.2014 

           5% +/- 2% 
 Provides front line customer and technical support; logs and processes departments’ service 

requests and complaints; assists with programming and troubleshooting of cellular equipment; 
provides or schedules training sessions for telecommunications equipment for other County 
departments. 

 5% +/- 2% 
 Maintains vendor rapport and knowledge of current trends in products, services, standards, 

procedures, and costs; seeks best pricing for telecommunication services and equipment; maintains 
knowledge of trends in products, services, standards procedures, and costs; schedules and 
participates in calls and meetings with vendors to discuss issues with services. 
            

Minimum Training and Experience Required to Perform Essential Job Functions  
 

 High school diploma or equivalent and two (2) years of related experience; or an equivalent 
combination of education, training, and experience. 

 
Additional Requirements 
 
 No special license or certification is required.   
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 
 
Physical Requirements   
 
 Ability to operate a variety of automated office machines including computer, phone, and multi-

function printer.  
 
Technology Requirements 
 
 Ability to use a variety of software including Microsoft Word, Excel, and Outlook. 

 
Supervisory Responsibilities 
 
 No supervisory responsibilities required. 
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide and calculate decimals and percentages. 
 
Language Ability & Interpersonal Communication  
 
 Requires the ability to perform basic level of data analysis including the ability to review, classify, 

categorize, prioritize and/or reference data, statutes and/or guidelines and/or group, rank, investigate 
and diagnose. Requires discretion in determining and referencing such to established standards to 
recognize interactive effects and relationships.  

 
 Ability to comprehend a variety of informational documents including invoices, emails, statements, 

checks, equipment request forms, collection notices, vouchers, and other reports and records. 
 
 Ability to comprehend a variety of reference books and manuals including training manuals, 

accounting principles, computer manuals, phone listings, and policies and procedures manuals. 
 



Customer Service Representative  
 

          
           Effective Date: 06.02.2014 
             Last Modified: 06.02.2014 

 Ability to prepare daily, weekly, monthly, or annual activity, invoices, spreadsheets, customer 
service requests, equipment requests, checks, charts, graphs, chargebacks, forms, vouchers, 
correspondence and other job related documents using prescribed format and conforming to all 
rules of punctuation, grammar, diction, and style.   

 
 Ability to exchange information, follow instructions, record, and deliver information, and to explain 

procedures.   
 
 Ability to use and interpret basic telecommunications and bookkeeping terminology and language.   
 
 Ability to communicate with the supervisor, clients, contractors, vendors, other County employees, 

and the general public. 
 
Environmental Adaptability 
 
 Work is typically performed in an office environment. 
 
 
Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the County will 
provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective employees and 
incumbents to discuss potential accommodations with the employer.  



CURRENT CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

12091 Emergency Management Specialist Public Safety & 
Justice Services Exempt 8A 

PROPOSED REVISED CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

12091 Emergency Management Specialist Public Safety & 
Justice Services Exempt 8A 

 

Requested By:  Personnel Review Commission  
  

Rationale: PRC routine maintenance. Classification last revised in 2016.  Language was 
updated to better reflect work performed on the job. A Technology 
Requirements section was added.  

 

No. of Employees 
Affected:           

Three (3) 

 

Dept.(s) Affected: Public Safety and Justice Services 
 

Fiscal Impact: None 
 

Staffing 
Implications: 

None  

 

PRC Contact(s): Verona Blonde, Classification and Compensation Specialist 
Albert Bouchahine, Manager of Classification and Compensation 

                  

 

 

                                                                                            



Human Resources 
and Management 
Contact(s): 

Date of Contact: Type of Contact: Reason: 

Bryan Kloss, 
Supervisor, 
Emergency 
Management 

9/4/2020 Email Send draft specification  

Mark Christie, 
Manager, Emergency 
Management 

9/4/2020 Email Send draft specification 

Jim Battigaglia, 
Archer Consultant 

10/2/2020 Email Pay grade evaluation  

 



   

           Effective Date: 06.16.2016 
           Last Modified: 06.16.2016 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Emergency Management Specialist  Class Number: 12091 

FLSA: Exempt Pay Grade: 8A 
Dept: Public Safety and Justice Services 
 
 
Classification Function   
 
The purpose of this classification is to assist in the development and update of emergency preparedness 
exercises, emergency response plans, public safety training programs, and public outreach programs.  
 
Distinguishing Characteristics 
 
This is an entry level classification that receives general and specific direction from management as well 
as receives instruction or assistance as new or unusual situations arise. Incumbents are expected to 
become/remain up to date regarding methods, protocols, procedures, and applicable regulations.   
 
Essential Job Functions 
 
The following duties are normal for this classification. These are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned. 
 

40% +/- 10% 
 Assists in the development, update, and implementation of emergency preparedness exercises and 

emergency response plans; assists with providing technical assistance to partner agencies, 
municipalities, medical facilities, and schools with the development of local emergency plans; assists 
with planning emergency preparedness test exercises; organizes and coordinates the logistics of 
training programs, workshops, and exercises; attends and participates in Local Emergency Planning 
Committee (LEPC) meetings, Emergency Management Meetings, Tabletop Exercises, Cuyahoga 
County Office of Emergency Management (CCOEM) Summit, and other meetings and conferences; 
creates maps using geographic information software. 

  
30% +/- 10% 

 Provides support with coordinating public outreach campaigns and materials; assists with developing 
training materials and presentations for emergency management trainings and presentations; 
prepares fact sheets, newsletters, flyers, and emergency preparedness guides; manages social 
media accounts and posts updates, news, and notifications to social media accounts, office website, 
and Ready Notify program; reviews and edits publications; attends public outreach events to answer 
questions and pass out literature; delivers presentations regarding emergency management plans.  

 
10% +/- 5% 

 Conducts emergency response activities at the County Emergency Operations Center when 
activations occur; acts as a member of the incident support team; assists with fulfillment of resource 
requests; coordinates with public officials and communities for damage reports; assists with 
performing damage assessments of public and private property; maintains activity logs to document 
emergency or disaster events. 
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Emergency Management Specialist  
 
  

           Effective Date: 06.16.2016 
           Last Modified: 06.16.2016 
 

 
 20% +/- 10% 

 Performs supporting administrative responsibilities; responds to emails and phone calls; attends 
various trainings and meetings; inputs data into databases; receives and fills public records requests; 
completes/coordinates completion of mandated reporting (Tier II reports, spill reports, damage 
reports, etc.); stays abreast of best practices, new policies and procedures, and laws.  

 
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Bachelor's degree in emergency management, public administration, or other public safety 

discipline with one (1) year of public safety experience; or any equivalent combination of training 
and experience.  

 
 Valid driver license, proof of automobile insurance, and access to a personal vehicle for travel. 
 
Additional Requirements for all levels 
 
 No special license or certification is required.   
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 

 
Physical Requirements   
 
 Ability to operate a variety of office machines and equipment including a computer and multifunction 

printer. 
 
Technology Requirements 
 
 Ability to operate a variety of computer applications that include, but are not limited to Microsoft Office 

Suite applications, video and audio-conferencing software, geographic information systems (GIS), 
mass notification systems, social media, and environmental analytics software.  

 
Supervisory Requirements 
 
 No supervisory responsibilities required. 
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide, calculate decimals and percentages, and perform routine 

statistics. 
 
Language Ability & Interpersonal Communication  
 
 Requires the ability to perform mid-level data analysis including the ability to audit, deduce, assess, 

conclude and appraise. Requires discretion in determining and referencing such to established 
criteria to define consequences and develop alternatives. 

 
 Ability to comprehend a variety of informational documents including after action reports, Tier II 

reports, exercise/training evaluation forms, emergency operating plans, publications, memorandums, 
correspondence, and other reports and records. 



Emergency Management Specialist  
 
  

           Effective Date: 06.16.2016 
           Last Modified: 06.16.2016 
 

 
 Ability to comprehend a variety of reference books and manuals including Employee Handbook, 

Emergency Planning and Community Right-to-Know Act, relevant federal and state laws, department 
guidelines, policies and procedures, and Ohio Revised Code. 

 
 Ability to prepare exercise/training evaluation forms, correspondence, publications, evacuation plans, 

damage assessments, presentations, flyers, planning documentations, excel spreadsheets, and 
other job related documents using prescribed format and conforming to all rules of punctuation, 
grammar, diction, and style.   

 
 Ability to convince and influence others, to record and deliver information, to explain procedures, and 

to follow instructions.   
 
 Ability to use and interpret emergency management terminology and language.   
 
 Ability to communicate with supervisors, coworkers, partner agencies, community officials, advisory 

board, other Cuyahoga County personnel, and the general public.  
 
Environmental Adaptability 
 
 Work is typically performed in an office environment but may be required to be in the field to assist 

with conducting damage assessments. 
 
 
Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective employees and incumbents to discuss potential accommodations with the employer.  



CURRENT CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

18072 Engineer 1 Public Works Non-Exempt 8A 

PROPOSED REVISED CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

18072 Engineer 1 Public Works Exempt 8A 

 

Requested By:  Personnel Review Commission  
  

Rationale: PRC routine maintenance. Classification last revised in 2012.  Language was 
changed to better reflect the work performed on the job. Added a Technology 
Requirements section and recommending FLSA change to Exempt based on 
professional exemption. 

 

No. of Employees 
Affected:           

Four (4) 

 

Dept.(s) Affected: Public Works 
 

Fiscal Impact: None 
 

Staffing 
Implications: 

None  

 

PRC Contact(s): David Mizuta, Classification and Compensation Specialist 
Albert Bouchahine, Manager of Classification and Compensation 

                  

 

 

                                                                                            



Human Resources 
and Management 
Contact(s): 

Date of Contact: Type of Contact: Reason: 

Thomas Sotak, Chief 
Deputy Engineer 

9/1/2020 
 

9/15/2020 
9/29/2020 
10/5/2020 

Email 
 

Email 
Email 
Email 

Sent drafted 
Specifications 

Reminder 
Reminder 
Reminder  

Dave Marquard, 
County Engineer 

9/1/2020 
 

9/15/2020 
9/29/2020 
10/5/2020 

Email 
 

Email 
Email 
Email 

Sent drafted 
Specifications 

Reminder 
Reminder 
Reminder  

Michael Dever, 
Director Public 
Works 

9/1/2020 
 

9/15/2020 
9/29/2020 
10/5/2020 

Email 
 

Email 
Email 
Email 

Sent drafted 
Specifications 

Reminder 
Reminder 
Reminder  

Jim Battigaglia, 
Archer Consultant 

11/23/2020 Email Pay grade evaluation  

 



   

          Effective Date: 07.10.2012  
          Last Modified: 07.10.2012 
 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Engineer 1 Class Number: 18072 
FLSA: Non-Exempt Pay Grade: 8A 
Dept: Public Works 

 
 
Classification Function 
  
The purpose of this classification is to perform technical assignments to assist in the development or 
completion of engineering projects in the Public Works Engineer Office. The incumbent works in one of 
the Engineer Office’s sections (e.g. construction, sanitary, bridge design, highway design, planning and 
programming).  
 
Distinguishing Characteristics 
 
This is an entry-level professional classification that works under direct supervision while gaining 
engineering experience. The employees in this class work under a framework of routine work methods 
and procedures and with increasing independence as work experience is gained.  
 
Essential Job Functions 

 
The following duties are normal for this classification. These are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned. 
 

30% +/- 10% 
 Assist higher level engineers with the development of plans for engineering projects; utilizes 

Computer Aided Design software to draft engineering plans; sketches changes that have been made 
to project plans during implementation; evaluates the quality and accuracy of project plans upon 
completion of engineering project; creates estimates of project costs or estimates of project costs 
using a historical database; assists with the coordination of public and private utility relocations  

 
30% +/- 10% 

 Assist higher-level engineers by collecting field measurements, samples, or photographs for 
engineering projects; photographs work site for plan creation or work logs; enters field measurements 
and observations into a project report; collects testing reports and provides to higher-level engineers; 
inspects materials and workmanship for conformance with project plans and specifications. 
 

15% +/- 5% 
 Assist higher-level engineers by obtaining or completing the necessary documentation or reporting 

for engineering projects; collects records of previous projects; records, evaluates and rates the 
condition of structures; observes and evaluates  work associated with  construction projects; provides 
daily reports of work done on a project; informs and provides updates to the public regarding plan 
development or construction progress..  

            
15% +/- 5% 

 Performs technical engineering calculations and statistical analyses; calculates the quantities of 
materials needed for projects; utilizes engineering principles for designing project plans such as 
geometrics, hydraulics, statics, etc.  

 
10% +/- 5% 

 Attends various meetings and trainings; researches and responds to inquiries and requests for 
information from the general public, contractors, and other agencies; stays abreast of current trends 
in civil engineering.  
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Engineer 1 
   

          Effective Date: 07.10.2012  
          Last Modified: 07.10.2012 
 
 

         
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Bachelor’s degree in Civil Engineering or Civil Engineering Technology from an EAC/ABET or 

ETAC/ABET accredited institution; or any combination of education and experience that provides 
equivalent knowledge, skills, and abilities. 
 

 Valid driver’s license and proof of automobile insurance. 
 
Additional Requirements 
 
 No special license or certification is required.  

 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 

 
Physical Requirements  
 
 Ability to operate a variety of automated office machines including computers and peripheral 

equipment. 
 
Technology Requirements 
 
 Ability to operate a variety of software and databases including computer aided design (CAD) 

software (AutoCad), construction management and communication software (APPIA), database 
management software (MS Access), email software (MS Outlook), geographic information system 
(GIS) software, spreadsheet software (MS Excel), word processing software (MS Word). 

 
Supervisory Responsibilities 
 
 Ability to review, plan, and coordinate the work of other employees or contract personnel and to 

maintain standards.   
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide, calculate decimals and percentages, and utilize routine 

statistics, algebra, geometry, trigonometry, and calculus. 
 
Language Ability & Interpersonal Communication  
 
 Requires the ability to perform mid-level data analysis including the ability to audit, deduce, assess, 

conclude, and appraise. Requires discretion in determining and referencing established criteria to 
define impact and develop alternatives. 

 
 Ability to comprehend a variety of information documents including engineering plans, construction 

schedules, cost estimates, project amendments, maps (e.g. GIS, sewer, power lines), testing reports, 
work reports, contracts, and other reports and records.  

 
 Ability to comprehend a variety of reference books and manuals including the Employee Handbook, 

Ohio Revised Code (ORC), Ohio Department of Transportation (ODOT) Construction and Material 
Specifications, ODOT Construction Manual of Procedures, ODOT/AASHTO Design manuals, ODOT 
Bridge Inspection Manual, Manual of Uniform Traffic Control Devices, Ohio EPA regulations, and 
other  codes and standards manuals. 

 



Engineer 1 
   

          Effective Date: 07.10.2012  
          Last Modified: 07.10.2012 
 
 

 Ability to prepare estimates, work logs, agreements, reports, evaluations, work schedules, 
engineering plans, “as-built” utility plans, GIS maps,  and other job related documents using 
prescribed format and conforming to all rules of punctuation, grammar, diction, and style.  

 
 Ability to use and interpret engineering terminology and language.  
 
 Ability to communicate with contractors, consultants, co-workers, other agencies, vendors, engineers, 

and departmental employees and administrators, and the general public. 
 
Environmental Adaptability 
 
 Work is typically performed both in an office environment and in the field.  
 
 Work may involve exposure to temperature and weather extremes, dust, noise extremes, electrical 

currents, bodily fluids, toxic/poisonous agents, vibrations, traffic hazards, and machinery. 
 
 
Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective employees and incumbents to discuss potential accommodations with the employer.  



CURRENT CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

18073 Engineer 2 Public Works Non-Exempt 10A 

PROPOSED REVISED CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

18073 Engineer 2 Public Works Exempt 10A 

 

Requested By:  Personnel Review Commission  
  

Rationale: PRC routine maintenance. Classification last revised in 2012.  Language was 
changed to better reflect the work performed on the job. Added a Technology 
Requirements section and recommending FLSA change to Exempt based on 
professional exemption. 

 

No. of Employees 
Affected:           

One (1) 

 

Dept.(s) Affected: Public Works 
 

Fiscal Impact: None 
 

Staffing 
Implications: 

None  

 

PRC Contact(s): David Mizuta, Classification and Compensation Specialist 
Albert Bouchahine, Manager of Classification and Compensation 

                  

 

 

                                                                                            



Human Resources 
and Management 
Contact(s): 

Date of Contact: Type of Contact: Reason: 

Thomas Sotak, Chief 
Deputy Engineer 

9/1/2020 
 

9/15/2020 
9/29/2020 
10/5/2020 

Email 
 

Email 
Email 
Email 

Sent drafted 
Specifications 

Reminder 
Reminder 
Reminder  

Dave Marquard, 
County Engineer 

9/1/2020 
 

9/15/2020 
9/29/2020 
10/5/2020 

Email 
 

Email 
Email 
Email 

Sent drafted 
Specifications 

Reminder 
Reminder 
Reminder  

Michael Dever, 
Director Public 
Works 

9/1/2020 
 

9/15/2020 
9/29/2020 
10/5/2020 

Email 
 

Email 
Email 
Email 

Sent drafted 
Specifications 

Reminder 
Reminder 
Reminder  

Jim Battigaglia, 
Archer Consultant 

11/23/2020 Email Pay grade evaluation  

 



   

Effective Date: 07.10.2012  
Last Modified: 07.10.2012 

 
 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Engineer 2 Class Number: 18073 
FLSA: Non-Exempt Pay Grade: 10A 
Dept: Public Works  

 
 
Classification Function  
 
The purpose of the classification is to perform technical assignments to assist in the development or 
completion of engineering projects in the Public Works Engineer Office. The incumbent works in one of 
the Engineer Office’s sections (e.g. construction, sanitary, bridge design, highway design, planning and 
programming). 
 
Distinguishing Characteristics 
 
This is a professional level classification that works under a framework of standard work methods and 
procedures. The employee applies engineering standards and criteria in assisting to resolve project 
problems and issues, under the direction of a Chief Section Engineer. This class is distinguished from 
Engineer 1 in that the latter has less work experience, fewer credentials, and works under a greater 
degree of supervision.  
 
Essential Job Functions 
 
The following duties are normal for this classification. These are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned. 

 
35% +/- 10% 

 Assists with the design and development of basic to complex engineering plans, technical 
specifications, and cost estimates for assigned projects; assists higher level engineers with writing, 
evaluating, and analyzing specifications, engineering procedures, and techniques to ensure 
compliance with guidelines and regulations; performs basic review of plans and specifications for 
engineering projects; prepares responses to Municipal requests for infrastructure improvement 
projects based on policy, infrastructure condition, availability of funds, and priorities; prepares 
recommendations for capital improvement projects; prepares and submits environmental applications 
with appropriate planning authorities and  confirms permits obtained; conducts research to obtain 
needed project information; prepares documents needed for various projects. 

 
35% +/- 10% 

 Under supervision of a state-registered engineer, inspects various phases of construction to ensure 
that the project’s workmanship and materials comply with contractual plans and specifications; 
inspects and tests construction materials for ;documents observations of  technical work done for 
engineering projects; provides daily reports of work done on a project and provides necessary  
documentation as directed.   
 

15% +/- 5% 
 Performs statistical work involving data from various engineering projects; researches and analyzes 

technical information; performs engineering calculations, drafts technical reports, applies engineering 
principles to produce reports, plans, and drawings; reviews the computation of engineering 
calculations for various projects as developed by others to detect potential problems and determine 
potential solutions; records, evaluates and rates the condition of structures; records, itemizes and 
reviews inventory; inspects project sites to evaluate project needs based on site specific 
requirements; prepares and compiles data lists. 
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Engineer 2 
   

Effective Date: 07.10.2012  
Last Modified: 07.10.2012 

15% +/- 5% 
 Conducts and/or participates in meetings; researches and responds to inquiries and requests for 

information from the general public, contractors, and other agencies; attends trainings to stay abreast 
of current trends in civil engineering.  

        
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Bachelor’s degree in civil engineering or civil/construction engineering technology from an EAC/ABET 

or ETAC/ABET accredited institution with three (3) years of related experience; or any combination 
of education and experience that provides equivalent knowledge, skills, and abilities. 
 

 Valid driver’s license and proof of automobile insurance. 
 
 An Engineer-in-Training (EIT) designation from the State of Ohio is required. 
 
Additional Requirements 
 
 No special license or certificate is required.  
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 
 
Physical Requirements  
 
 Ability to operate a variety of automated office machines including computers and peripheral 

equipment. 
 
 Ability to operate a measuring wheel, slump cone, and various hand tools (e.g. hammers, chisels, 

screwdrivers).  
 
Technology Requirements 
 
 Ability to operate a variety of software and databases including computer aided design (CAD) 

software (AutoCad; Civil3D), construction management and communication software (APPIA), 
database management software (MS Access), email software (MS Outlook), geographic information 
system (GIS) software, spreadsheet software (MS Excel), word processing software (MS Word). 

 
Supervisory Responsibilities 
 
 Ability to review, plan, and coordinate the work of other employees or contract personnel and to 

maintain standards.   
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide, calculate decimals and percentages, and utilize routine 

statistics, algebra, geometry, trigonometry, and calculus. 
 
Language Ability & Interpersonal Communication  
 
 Requires the ability to perform mid-level data analysis including the ability to audit, deduce, assess, 

conclude, and appraise. Requires discretion in determining and referencing established criteria to 
define impact and develop alternatives. 

 



Engineer 2 
   

Effective Date: 07.10.2012  
Last Modified: 07.10.2012 

 Ability to comprehend a variety of informational documents including design plans, construction 
schedules, cost estimates, project amendments, maps (e.g. GIS, sewer, power lines), testing reports, 
work reports, contracts, and other reports and records.  
 

 Ability to comprehend a variety of reference books and manuals including the Employee Handbook, 
Ohio Revised Code (ORC), Ohio Department of Transportation (ODOT) Construction and Material 
Specifications, ODOT Construction Manual of Procedures, ODOT/AASHTO Design manuals, ODOT 
Bridge Inspection Manual, Manual of Uniform Traffic Control Devices, Ohio EPA regulations, and 
other  codes and standards manuals. 

 
 Ability to prepare estimates, work logs, agreements, reports, evaluations, work schedules, 

engineering plans, “as-built” utility plans, GIS maps, request for qualifications, and other job related 
documents using prescribed format and conforming to all rules of punctuation, grammar, diction, and 
style. 

 
 Ability to convince and influence others, to record and deliver information, to explain procedures, and 

to follow instructions.  
 
 Ability to use and interpret engineering terminology and language.  
 
 Ability to communicate with contractors, consultants, co-workers, other agencies, vendors, engineers, 

departmental employees, administrators, and the general public. 
 
Environmental Adaptability 
 
 Work is typically performed both in an office environment and in the field. 
 
 Work may involve exposure to temperature and weather extremes, dust, noise extremes, electrical 

currents, bodily fluids, toxic/poisonous agents, vibrations, traffic hazards, and machinery. 
 
 
Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective employees and incumbents to discuss potential accommodations with the employer.  



CURRENT CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

18074 Engineer 3 Public Works Exempt 14A 

PROPOSED REVISED CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

18074 Engineer 3 Public Works Exempt 14A 

 

Requested By:  Personnel Review Commission  
  

Rationale: PRC routine maintenance. Classification last revised in 2012.  Language was 
changed to better reflect the work performed on the job. Added a Technology 
Requirements section 

 

No. of Employees 
Affected:           

One (1) 

 

Dept.(s) Affected: All Departments 
 

Fiscal Impact: None 
 

Staffing 
Implications: 

None  

 

PRC Contact(s): David Mizuta, Classification and Compensation Specialist 
Albert Bouchahine, Manager of Classification and Compensation 

                  

 

 

                                                                                            



Human Resources 
and Management 
Contact(s): 

Date of Contact: Type of Contact: Reason: 

Thomas Sotak, Chief 
Deputy Engineer 

9/1/2020 
 

9/15/2020 
9/29/2020 
10/5/2020 

Email 
 

Email 
Email 
Email 

Sent drafted 
Specifications 

Reminder 
Reminder 
Reminder  

Dave Marquard, 
County Engineer 

9/1/2020 
 

9/15/2020 
9/29/2020 
10/5/2020 

Email 
 

Email 
Email 
Email 

Sent drafted 
Specifications 

Reminder 
Reminder 
Reminder  

Michael Dever, 
Director Public 
Works 

9/1/2020 
 

9/15/2020 
9/29/2020 
10/5/2020 

Email 
 

Email 
Email 
Email 

Sent drafted 
Specifications 

Reminder 
Reminder 
Reminder  

Jim Battigaglia, 
Archer Consultant 

10/20/2020 Email Pay grade evaluation  

 



   

Effective Date: 07.10.2012  
           Last Modified: 07.10.2012 
  

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Engineer 3 Class Number: 18074 
FLSA: Exempt Pay Grade: 14A 
Dept: Public Works 

 
 
Classification Function  
  
The purpose of this classification is to plan, perform, coordinate, direct, and review assigned engineering 
projects. The incumbent works in one of the  Engineer Office’s sections (e.g. construction, sanitary, bridge 
design, highway design, planning and programming).  
 
Distinguishing Characteristics 
 
This is a professional project management classification with responsibility for completing engineering 
projects under a framework of procedures and regulations. The employee is expected to provide and 
design solutions to identified concerns. The employees in this classification are expected to make 
decisions independently but consult with management/supervisory staff concerning unusual problems 
and developments. This class is distinguished from the Engineer 2 that this position requires a 
Professional Engineer designation with the State of Ohio and require more experience. 
 
Essential Job Functions 

 
The following duties are normal for this classification. These are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned. 
 
             40% +/- 10% 
 Plans, performs, coordinates work, and reviews work on engineering projects; applies engineering 

principles and criteria for project design; performs structural, hydrological, and other engineering 
calculations for engineering projects; prepares cost estimates and contract documents; prepares bid 
packages; advertises projects for sale; drafts and prepares plans for engineering projects. 

 
 30% +/- 10% 

 Oversees the work of lower level engineers, technicians, construction inspectors, consultants, and 
general contractors; reviews inspection reports, plan submittals, progress schedules, shop drawings, 
and daily diary reports; makes recommendations for work orders; coordinates projects with utilities 
companies as needed; reviews and recommends consultant proposals and invoices for acceptance: 
coordinates federal, state, and municipal funding for projects as needed; performs traffic analysis and 
projections for projects. 
 

  20% +/- 10% 
 Gathers and analyzes existing data from various sources including record plans, field survey data, 

site visits, pavement/core samples, etc.; inspects, evaluates, rates, reports and analyses the 
condition and ongoing maintenance needs of County structures; coordinates  quality control 
expectations; inspects and tests construction materials for conformance with contract plans and 
specifications; prepares and reviews reports, correspondence, and records for submission; maintains 
current project files. 

 
  10% +/- 5% 

 Plans, coordinates, and attends meetings; participates in progress meetings with the general 
contractor, design engineers, local governments and general public to discuss specifics of 
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Engineer 3    
 

 
Effective Date: 07.10.2012  

           Last Modified: 07.10.2012 

construction project; attends trainings and conferences to stay abreast of current trends in civil 
engineering.  
 
 

Minimum Training and Experience Required to Perform Essential Job Functions 
 

 Bachelor’s degree in civil engineering in civil engineering or civil/construction engineering technology 
with five (5) years of related engineering experience; or any combination of education and experience 
that provides equivalent knowledge, skills, and abilities. 
 

 A Professional Engineer (PE) license is required. 
 

 Valid driver’s license and proof of automobile insurance. 
 
Additional Requirements 
 
 Must obtain a Professional Engineer (PE) license with the State of Ohio within 6 months of hire.  
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 

 
Physical Requirements  
 
 Ability to operate a variety of automated office machines including computers and peripheral 

equipment. 
 
 Ability to operate a measuring wheel, slump cone, and various hand tools (e.g. hammers, chisels, 

screwdrivers).  
 

Technology Requirements 
 
 Ability to operate a variety of software and databases including computer aided design (CAD) 

software (AutoCad; Civil3D), construction management and communication software (APPIA), 
database management software (MS Access), email software (MS Outlook), geographic information 
system (GIS) software, spreadsheet software (MS Excel), word processing software (MS Word). 

 
Supervisory Responsibilities 
 
 Ability to review, plan, and coordinate the work of other employees or contract personnel and to 

maintain standards.   
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide, calculate decimals and percentages, and utilize routine 

statistics, algebra, geometry, trigonometry, and calculus. 
 
Language Ability & Interpersonal Communication  
 
 Requires the ability to perform mid-level data analysis including the ability to audit, deduce, assess, 

conclude, and appraise. Requires discretion in determining and referencing established criteria to 
define impact and develop alternatives. 

 



Engineer 3    
 

 
Effective Date: 07.10.2012  

           Last Modified: 07.10.2012 

 Ability to comprehend a variety of informational documents including design plans, construction 
schedules, consultant proposals, cost estimates, material submittals, project amendments, maps, 
inspection reports, testing reports, work reports, contracts, and other reports and records. 
 

 Ability to comprehend a variety of reference books and manuals including the Employee Handbook, 
Ohio Revised Code (ORC), Ohio Department of Transportation (ODOT) Construction and Material 
Specifications, ODOT Construction Manual of Procedures, ODOT/AASHTO Design manuals, ODOT 
Bridge Inspection Manual, Manual of Uniform Traffic Control Devices, Ohio EPA regulations, and 
other  codes and standards manuals. 

 
 Ability to prepare technical reports, memos, correspondence, work orders, reports, design plans, 

construction diaries, inventory sheets, drawings, bid documents, sketches, and other job-related 
documents using prescribed format and conforming to all rules of punctuation, grammar, diction, and 
style.  

 
 Ability to convince and influence others, to record and deliver information, to explain procedures, and 

to follow instructions.  
 
 Ability to use and interpret engineering and related legal terminology and language.   
 
 Ability to communicate with supervisor, engineers, maintenance personnel, municipalities, vendors, 

other agencies, consultants, contractors, departmental employees, and the general public. 
 
Environmental Adaptability 
 
 Work is typically performed in an office environment and in the field. 
 
 Work may involve exposure to temperature and weather extremes, dust, noise extremes, electrical 

currents, bodily fluids, toxic/poisonous agents, vibrations, traffic hazards, and machinery. 
 

 
Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective employees and incumbents to discuss potential accommodations with the employer.  



CURRENT CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

18075 Engineer 4 Public Works Exempt 15A 

PROPOSED REVISED CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

18075 Engineer 4 Public Works Exempt 15A 

 

Requested By:  Personnel Review Commission  
  

Rationale: PRC routine maintenance. Classification last revised in 2012.  Language was 
changed to better reflect work performed on the job. A Technology 
Requirements section was added 

 

No. of Employees 
Affected:           

Thirteen (13) 

 

Dept.(s) Affected: Public Works 
 

Fiscal Impact: None 
 

Staffing 
Implications: 

None  

 

PRC Contact(s): David Mizuta, Classification and Compensation Specialist 
Albert Bouchahine, Manager of Classification and Compensation 

                  

 

 

                                                                                            



Human Resources 
and Management 
Contact(s): 

Date of Contact: Type of Contact: Reason: 

Thomas Sotak, Chief 
Deputy Engineer 

9/1/2020 
 

9/15/2020 
9/29/2020 
10/5/2020 

Email 
 

Email 
Email 
Email 

Sent drafted 
Specifications 

Reminder 
Reminder 
Reminder  

Dave Marquard, 
County Engineer 

9/1/2020 
 

9/15/2020 
9/29/2020 
10/5/2020 

Email 
 

Email 
Email 
Email 

Sent drafted 
Specifications 

Reminder 
Reminder 
Reminder  

Michael Dever, 
Director Public 
Works 

9/1/2020 
 

9/15/2020 
9/29/2020 
10/5/2020 

Email 
 

Email 
Email 
Email 

Sent drafted 
Specifications 

Reminder 
Reminder 
Reminder  

Jim Battigaglia, 
Archer Consultant 

10/20/2020 
 

Email Pay grade evaluation  

 



   

Effective Date: 07.10.2012  
          Last Modified: 07.10.2012 
 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Engineer 4 Class Number: 18075 
FLSA: Exempt Pay Grade: 15A 
Dept: Public Works 

 
Classification Function 
 
The purpose of this classification is to plan, perform, coordinate, direct, review, and provide support to 
large complex engineering projects as assigned. The incumbent works in one of the Engineer Office’s 
sections (e.g. construction, sanitary, bridge design, highway design, planning and programming).  
 
Distinguishing Characteristics 
 
This is a professional project management classification with responsibility for performing engineering 
projects under a framework of procedures and regulations. This class requires the solution of technical 
problems related to engineering design. The incumbent exercises discretion in applying procedures to 
resolve design issues. The employees in this classification are expected to make decisions 
independently on engineering problems and methods and to use advanced techniques in the 
application of theories, precepts, and practices of engineering, but consult with the Chief Section 
Engineer concerning unusual problems and developments. This class is distinguished from the 
Engineer 3 that this position is required to lead multi-sectional teams, and coordinate 
engineering/technical activities on behalf of the Chief Section Engineer. 
 
 
Essential Job Functions 

 
The following duties are normal for this classification.   These are not to be construed as exclusive 
or all-inclusive.   Other duties may be required and assigned. 
 
            40% +/- 10% 
 Plans, performs, coordinates, and reviews work on large, complex engineering projects; applies 

complex engineering principles and criteria for project design; performs complex engineering 
calculations for engineering plans; prepares cost estimates and contract documents; performs 
calculations and prepares sketches for engineering projects. 

 
30% +/- 10% 

 Oversees the work of supporting professionals and clerical staff ; reviews the work of consultant and 
County engineers for conformance with standards and accepted practice; performs budget 
preparation and/or long range planning; reviews invoices and proposals of consultants and 
contractors; assist in development of section policy; reviews the work of other county engineers. 
 

20% +/- 10% 
 Collects and processes data for technical analysis and report preparation; performs routine studies 

and reports related to the planning for infrastructure management and improvements. 
 

10% +/- 5% 
 Plans, coordinates, and attends meetings; participates in progress meetings with the general 

contractor, design engineers, local governments and general public to discuss specifics of 
construction project; attends trainings and conferences to stay abreast of current trends in civil 
engineering; makes written and oral presentations of technical work. 
 
 

arjohnson
Typewritten Text
Exhibit G



Engineer 4 
 

Effective Date: 07.10.2012  
          Last Modified: 07.10.2012 

 
 
Minimum Training and Experience Required to Perform Essential Job Functions 

 
 Bachelor’s degree in Civil Engineering or Civil/Construction Engineering Technology with seven (7) 

years of related engineering experience. or any combination of education and experience that 
provides equivalent knowledge, skills, and abilities. 

 
 A Professional Engineer (PE) license is required.  

 
 Valid driver’s license and proof of automobile insurance. 

 
Additional Requirements 
 
 Must obtain a Professional Engineer (PE) license with the State of Ohio within 6 months of hire.  
  
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 

 
Physical Requirements   
 
 Ability to operate a variety of automated office machines including computers and peripheral 

equipment. 
 
 Ability to operate a measuring wheel, slump cone, and various hand tools (e.g. hammers, chisels, 

screwdrivers).  
 
Technology Requirements 
 
 Ability to operate a variety of software and databases including computer aided design (CAD) 

software (AutoCad; Civil3D), construction management and communication software (APPIA), 
database management software (MS Access), email software (MS Outlook), geographic information 
system (GIS) software, spreadsheet software (MS Excel), word processing software (MS Word). 

 
Supervisory Responsibilities 
 
 Ability to assign, review, plan, and coordinate the work of professional staff and to maintain standards. 
 
Mathematical Ability 
 
 Ability add, subtract, multiply, divide, calculate decimals and percentages, and utilize routine 

statistics, advanced statistics, algebra, geometry, trigonometry, and calculus. 
 
Language Ability & Interpersonal Communication  
 
 Requires the ability to perform mid to high level data analysis requiring managing of data and people 

deciding the time, sequence of operations or events within the context of a process, system or 
organization. Involves determining the necessity for revising goals, objectives, policies, procedures 
or functions based on the analysis of data/information and includes performance reviews pertinent to 
objectives, functions, and requirements. 

 
 Ability to comprehend a variety of informational documents including invoices, design plans, 

construction schedules, cost estimates, material submittals, project amendments, inspection reports, 
testing reports, work reports, contracts, other reports and records, and legal descriptions. 
 



Engineer 4 
 

Effective Date: 07.10.2012  
          Last Modified: 07.10.2012 

 Ability to comprehend a variety of reference books and manuals including Employee Handbook, Ohio 
Revised Code (ORC), Ohio Department of Transportation (ODOT) Construction and Material 
Specifications, ODOT Construction management guidelines, ODOT/AASHTODesign manuals, 
ODOT Bridge Inspection Manual, Manual of Uniform Traffic Control Devices, Ohio EPA regulations, 
and other  codes and standards manuals. 

 
 Ability to prepare technical reports, design plans, memos, correspondence, agreements, reports,  

contracts, plans, inventory sheets, estimates, drawings, bid documents, sketches, and other job 
related documents using prescribed format and conforming to all rules of punctuation, grammar, 
diction and style.   

 
 Ability to convince and influence others, to record and deliver information, to explain procedures, to 

follow instructions.   
 
 Ability to use and interpret engineering, and related legal terminology and language.   
 
 Ability to communicate with supervisor, staff, engineers, other agencies, consultants, departmental 

employees, and the general public. 
 
Environmental Adaptability 
 
 Work is typically performed in an office environment and in the field. 
 
 Work may involve exposure to temperature and weather extremes, dust, noise extremes, electrical 

currents, bodily fluids, toxic/poisonous agents, vibrations, traffic hazards, and machinery. 
 
 
Cuyahoga County is an Equal Opportunity Employer.   In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective employees and incumbents to discuss potential accommodations with the employer.  



   

Effective Date: 07.10.2012  
Last Modified: 07.10.2012 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Engineering Technician Class Number: 18071 
FLSA: Non-Exempt Pay Grade: 7A 
Dept: Public Works  

 
 
Classification Function  
 
The purpose of this classification is to provide technical expertise in drafting engineering plans; to make 
or check routine engineering calculations for mathematical errors and to draft construction plans based 
upon survey notes, design calculations, sketches, and verbal instructions 
 
Distinguishing Characteristics 
 
This is a technical classification that is responsible for providing support to professional engineers in 
making field measurements, collecting data, and verifying survey information and calculations. This 
classification works under a framework of technical civil engineering practices and procedures. This class 
requires exercise of judgment and consults with a supervisor as new or unusual situations arise. This 
class is distinguished from Engineer I in that the later has a greater scope of responsibilities and has a 
higher education requirement. 
 
Essential Job Functions 

 
The following duties are normal for this classification. These are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned. 
 

60% +/- 10% 
 Drafts construction plans using computer aided design (CAD) software; reviews survey notes, soil 

conditions, topography maps, right-of-way plans, and other information sources for drafting plans; 
makes routine engineering calculations to determine drainage areas, profile grades, and other volume 
and quality calculations; develops profiles and cross sections from contour plans; develops contour 
plans from survey data and cross sections; plots drawings for review or for final master construction 
set. 

 
20% +/- 10% 

 Reviews routine and complex engineering calculations for mathematical error; assists in preparation 
of engineer’s estimates. 

 
10 +/- 5% 

 Performs routine maintenance of both mechanical and computer-aided drafting equipment and quality 
of final original plan tracings. 
 

10 +/- 5% 
 Assists Professional Surveyor in making field measurements, collecting data, and verifying survey 

information to facilitate plan preparation.; determines drainage areas, geometric areas, and profile 
grades 

 
Experience Required to Perform Essential Job Functions 
 
 High School diploma and five (5) years of drafting and/or AutoCAD computer and technical 

engineering experience or any combination of education and experience that provides equivalent 
knowledge, skills, and abilities. 
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Engineering Technician  
 

Effective Date: 07.10.2012  
Last Modified: 07.10.2012 

Additional Requirements 
 
 No special license or certification is required. 
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 

 
Physical Requirements  
 
 Ability to operate automated office machines including computers and peripheral equipment. 
 
Technology Requirements 
 
 Ability to operate a variety of software and databases including computer aided design (CAD) 

software (AutoCAD; Civil3D), civil infrastructure design and documentation, spreadsheet (MS 
Excel), and word processing software (MS Word).  
 

Supervisory Responsibilities 
 
 No supervisory responsibilities. 
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide, calculate decimals and percentages, and perform algebra 

and geometry.  
 
Language Ability & Interpersonal Communication  
 
 Requires the ability to perform basic level of data analysis including the ability to review, classify, 

categorize, prioritize and/or reference data, statutes, and/or guidelines and/or group, rank, investigate, 
and problem solve. Requires discretion in determining and referencing established standards to 
recognize interactive effects and relationships. 

 
 Ability to comprehend a variety of informational documents including engineering plans, survey notes, 

topography maps, and historic plans of previous projects. 
 
 Ability to comprehend a variety of reference books and manuals including reference and computer 

software manuals, street and aerial photos, and legal documents. 
 
 Ability to prepare construction drawings and plans and other job related documents using prescribed 

format and conforming to all rules of punctuation, grammar, diction, and style.  
 
 Ability to record and deliver information, to explain procedures, and to follow instructions.  
 
 Ability to use and interpret basic engineering related terminology and language  
 
 Ability to communicate with supervisor, engineers, co-workers, and the general public. 
 
Environmental Adaptability 
 
 Work is typically performed in the field and in an office environment. 
 
 Work may involve exposure to temperature and weather extremes, dust, noise extremes, vibrations, 

traffic hazards, and machinery.  
 



Engineering Technician  
 

Effective Date: 07.10.2012  
Last Modified: 07.10.2012 

 
Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective employees and incumbents to discuss potential accommodations with the employer.  



CURRENT CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

18701 Engineering Technician Public Works Non-Exempt 7A 

PROPOSED REVISED CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

18701 Engineering Technician Public Works Non- Exempt 7A 

 

Requested By:  Personnel Review Commission  
  

Rationale: PRC routine maintenance. Classification last revised in 2012.  Language was 
updated to better reflect the work performed on the job. A Technology 
Requirements section was added. 

 

No. of Employees 
Affected:           

One (1) 

 

Dept.(s) Affected: Public Works  
 

Fiscal Impact: None 
 

Staffing 
Implications: 

None  

 

PRC Contact(s): David Mizuta, Classification and Compensation Specialist 
Albert Bouchahine, Manager of Classification and Compensation 

                  

 

 

                                                                                            



Human Resources 
and Management 
Contact(s): 

Date of Contact: Type of Contact: Reason: 

Thomas Sotak, Chief 
Deputy Engineer 

9/1/2020 
 

9/15/2020 
9/29/2020 
10/5/2020 

Email 
 

Email 
Email 
Email 

Sent drafted 
Specifications 

Reminder 
Reminder 
Reminder  

Dave Marquard, 
County Engineer 

9/1/2020 
 

9/15/2020 
9/29/2020 
10/5/2020 

Email 
 

Email 
Email 
Email 

Sent drafted 
Specifications 

Reminder 
Reminder 
Reminder  

Michael Dever, 
Director Public 
Works 

9/1/2020 
 

9/15/2020 
9/29/2020 
10/5/2020 

Email 
 

Email 
Email 
Email 

Sent drafted 
Specifications 

Reminder 
Reminder 
Reminder  

Jim Battigaglia, 
Archer Consultant 

10/20/2020 
 

Email Pay grade evaluation  

 



CURRENT CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

18077 Section Chief, Engineer Public Works Exempt 17A 

PROPOSED REVISED CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

18077 Section Chief, Engineer Public Works Exempt 17A 

 

Requested By:  Personnel Review Commission  
  

Rationale: PRC routine maintenance. Classification last revised in 2012.  Language has 
been updated to better reflect the work performed on the job. A Technology 
Requirements section was added. 

 

No. of Employees 
Affected:           

Six (6) 

 

Dept.(s) Affected: Public Works 
 

Fiscal Impact: None 
 

Staffing 
Implications: 

None  

 

PRC Contact(s): David Mizuta, Classification and Compensation Specialist 
Albert Bouchahine, Manager of Classification and Compensation 

                  

 

 

                                                                                            



Human Resources 
and Management 
Contact(s): 

Date of Contact: Type of Contact: Reason: 

Thomas Sotak, Chief 
Deputy Engineer 

9/1/2020 
 

9/15/2020 
9/29/2020 
10/5/2020 

Email 
 

Email 
Email 
Email 

Sent drafted 
Specifications 

Reminder 
Reminder 
Reminder  

Dave Marquard, 
County Engineer 

9/1/2020 
 

9/15/2020 
9/29/2020 
10/5/2020 

Email 
 

Email 
Email 
Email 

Sent drafted 
Specifications 

Reminder 
Reminder 
Reminder  

Michael Dever, 
Director Public 
Works 

9/1/2020 
 

9/15/2020 
9/29/2020 
10/5/2020 

Email 
 

Email 
Email 
Email 

Sent drafted 
Specifications 

Reminder 
Reminder 
Reminder  

Jim Battigaglia, 
Archer Consultant 

10/20/2020 
 

Email Pay grade evaluation  

 



   

Effective Date: 07.10.2012 
          Last Modified: 07.10.2012 
 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Section Chief, Engineering Class Number: 18077 
FLSA: Exempt Pay Grade: 17A 
Dept: Public Works 

 
 
Classification Function   
 
The purpose of this classification is to plan, organize, manage, and control a section in the Public Works 
Engineer Office (e.g. construction, sanitary, bridge design, highway design, planning and programming). 
The incumbent also provides highly responsible administrative support to Chief Deputy Engineer. 
 
Distinguishing Characteristics 
 
This is a senior management classification with responsibility for planning, directing, and controlling a 
section of the Public Works Engineer Office, under general direction. This class requires the analysis and 
solution of operational, technical, administrative, and management problems related to engineering.  The 
employee is expected to meet, consult, and collaborate with the Chief Deputy Engineer to discuss plans, 
programs, and objectives, and to present solutions to identified concerns. The incumbent exercises 
discretion in applying policies and procedures to resolve organizational issues and to ensure that 
assigned activities are completed in a timely and efficient manner.  
 
Essential Job Functions 

 
The following duties are normal for this classification. These are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned. 
 
              40% +/- 10% 
 Plans, organizes, directs, and controls assigned functions in compliance with State and local laws, 

regulations, and engineering requirements; in conjunction with the Chief Deputy Engineer, directs 
projects, programs, objectives, policies, procedures, and staffing plans; designs and approves plans; 
develops funding strategies for projects; advises County Engineer and Director on policy and project 
status; performs the work of lower level engineers when short-staffed. 

 
  25% +/- 10% 

 Supervises and directs the work of assigned section in the Public Works Engineer Office and other 
assigned staff; directs staff to ensure work completion and maintenance of standards; plans, assigns, 
and reviews work; coordinates and/or provides training and instruction; evaluates employee 
performance; responds to employee questions, concerns, and problems; approves employee 
timesheets and leave requests; prepares and reviews documents related to timesheets, requests for 
leave, and overtime; develops and monitors unit work plans and work performance standards; 
monitors and provides for training needs; meets with employees individually and as a unit; 
recommends personnel actions including selection, promotion, transfer, discipline, or discharge.  

 
  25% +/- 10% 

 Evaluates project progress and prioritizes work assignments; evaluates consultants for new projects; 
observes and inspects field projects under construction; develops solutions to project problems; 
observes field conditions of proposed projects. 
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Section Chief, Engineering  
 

Effective Date: 07.10.2012 
          Last Modified: 07.10.2012 
 

  10% +/- 5% 
 Reviews all incoming and outgoing correspondence; drafts letters to respond to correspondence; 

responds to inquiries from other public agencies; serves on various committees; attends and 
participates in professional group meetings, conferences, seminars, and training. 

 
Minimum Training and Experience Required to Perform Essential Job Functions 

 
 A Bachelor’s Degree in Civil engineering or Civil/Construction engineering technology or a related field 

desirable with nine (9) years previous experience, including one (1) year of supervisory or engineering 
project management experience or an equivalent combination of education, training, and experience.  

 
 A Professional Engineer (PE) license is required.  

 
 Valid driver’s license and proof of automobile insurance. 
 
Additional Requirements 
 
 Must obtain a Professional Engineer (PE) license within 6 months of hire.  
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 

 
Physical Requirements   
 
 Ability to operate a variety of automated office machines including computers and peripheral 

equipment. 
 
 Ability to operate a measuring wheel, slump cone, and various hand tools (e.g. hammers, chisels, 

screwdrivers).  
 
Technology Requirements 
 
 Ability to operate a variety of software and databases including computer aided design (CAD) 

software (AutoCad; Civil3D), construction management and communication software (APPIA), 
database management software (MS Access), email software (MS Outlook), geographic information 
system (GIS) software, spreadsheet software (MS Excel), word processing software (MS Word). 

 
Supervisory Responsibilities 
 
 Ability to assign, review, plan and coordinate the work of other employees and to maintain standards. 
 
 Ability to provide instruction to other employees and to act on employee problems. 
 
 Ability to solve and act on employee problems. 

 
 Ability to recommend the transfer, selection, evaluation, or promotion of employees. 
 
 Ability to recommend and act on the discipline or discharge of employees. 
 
Mathematical Ability 
 
 Ability add, subtract, multiply, divide, calculate decimals and percentages, and utilize routine 

statistics, advanced statistics, algebra, geometry, trigonometry, and calculus. 
 



Section Chief, Engineering  
 

Effective Date: 07.10.2012 
          Last Modified: 07.10.2012 
 

 
Language Ability & Interpersonal Communication  
 
 Requires the ability to perform mid to high level data analysis requiring managing of data and people 

deciding the time, sequence of operations or events within the context of a process, system or 
organization. Involves determining the necessity for revising goals, objectives, policies, procedures, 
or functions based on the analysis of data/information and includes performance reviews pertinent to 
objectives, functions, and requirements. 

 
 Ability to comprehend a variety of informational documents including invoices, project plans, 

construction schedules, timesheets, leave requests, material submittals, project amendments, 
inspection reports, testing reports, work reports, contracts, other reports and records, and legal 
descriptions.  
 

 Ability to comprehend a variety of reference books and manuals including Employee Handbook, Ohio 
Revised Code (ORC), Ohio Department of Transportation (ODOT) Construction and Material 
Specifications, ODOT Construction Manual of Procedures, ODOT/AASHTO Design manuals, ODOT 
Bridge Inspection Manual, Manual of Uniform Traffic Control Devices, AISC steel design guidelines, 
ACI reinforced concrete design standards, Ohio EPA regulations, and other  codes and standards 
manuals. 

 
 Ability to prepare memos, performance appraisals, correspondence, agreements, contracts, project 

plans, estimates, requests for proposal, and other job-related documents using prescribed format and 
conforming to all rules of punctuation, grammar, diction, and style.   

 
 Ability to supervise and counsel employees, convince and influence others, to record and deliver 

information, to explain procedures, and to follow instructions.   
 
 Ability to develop and maintain effective working relationships with a variety of individuals within and 

outside the Department. 
 

 Ability to use and interpret engineering, related legal, construction, and accounting terminology and 
language.   

 
 Ability to communicate with staff, directors of other sections, consultants, vendors, departmental 

employees, and administrators. 
 
Environmental Adaptability 
 
 Work is typically performed in an office environment and in the field. 
 
 Work may involve exposure to temperature and weather extremes, dust, noise extremes, electrical 

currents, bodily fluids, toxic/poisonous agents, vibrations, traffic hazards, and machinery. 
 
 
Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective employees and incumbents to discuss potential accommodations with the employer.  



CURRENT CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

12092 Senior Emergency Management 
Specialist 

Public Safety & 
Justice Services Exempt 10A 

PROPOSED REVISED CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

12092 Senior Emergency Management 
Specialist 

Public Safety & 
Justice Services Exempt 10A 

 

Requested By:  Personnel Review Commission  
  

Rationale: PRC routine maintenance. Classification last revised in 2017.  Language was 
updated to better reflect the work performed on the job. A Technology 
Requirements Section was added.  

 

No. of Employees 
Affected:           

Two (2) 

 

Dept.(s) Affected: Public Safety and Justice Services 
 

Fiscal Impact: None 
 

Staffing 
Implications: 

None  

 

PRC Contact(s): Verona Blonde, Classification and Compensation Specialist 
Albert Bouchahine, Manager of Classification and Compensation 

                  

 

 

                                                                                            



Human Resources 
and Management 
Contact(s): 

Date of Contact: Type of Contact: Reason: 

Bryan Kloss, 
Supervisor, 
Emergency 
Management 

9/4/2020 Email Send draft specification  

Mark Christie, 
Manager, Emergency 
Management 

9/4/2020 Email Send draft specification 

Jim Battigaglia, 
Archer Consultant 

10/2/2020 Email Pay grade evaluation  

 



   

 
      Effective Date: 09.28.2017 
      Last Modified: 09.28.2017 
 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Senior Emergency Management Specialist  Class Number: 12092 

FLSA: Exempt Pay Grade: 10A 
Department: Public Safety and Justice Services 
 
 
Classification Function   
 
The purpose of this classification is to develop and maintain programs and plans related to emergency 
preparedness, response, recovery, and mitigation for first responders and government and non-
governmental agencies.   
 
Distinguishing Characteristics 
 
This is a journey level classification that receives direction from management in the form of broad 
objectives and receives instruction or assistance as new or unusual situations arise. Incumbents 
independently perform daily assignments, often outside of proximity of their supervisor. Incumbents are 
expected to become/remain up to date regarding methods, protocols, procedures, and applicable 
regulations. This position does not directly supervise but may assign, review, plan, and coordinate the 
work of lower level employees or coordinate the activities of a team. This position is required to be on-
call outside of normal business hours for emergency situations. 
 
Essential Job Functions 
 
The following duties are normal for this classification. These are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned. 
 

60% +/- 10% 
 Develops and maintains programs and plans related to emergency preparedness, response, 

recovery, and mitigation; ensures plans are in compliance with applicable State and Federal 
regulations; researches, reviews, and provides planning support and technical assistance to partner 
agencies, municipalities, medical facilities, and schools with the development of local emergency 
plans; updates emergency operations documents (emergency support function documents, incident 
specific documents, etc.); designs Emergency Management exercises; assists with creating 
implementation strategies for programs; assists with planning emergency preparedness test 
exercises; attends and participates in, Emergency Management Meetings, Tabletop Exercises, 
Cuyahoga County Office of Emergency Management (CCOEM) Summit, and other meetings and 
conferences. 

  
15% +/- 10% 

 Conducts emergency response activities at the County Emergency Operations Center when 
activations occur and during exercises; acts as a member of the incident support team; coordinates 
with public officials and communities for damage reports; performs and/or assists with damage 
assessments of public and private property; maintains activity logs to document emergency or 
disaster events; trains with the County Unmanned Aerial Vehicle (UAV) team to develop and maintain 
proficiency in providing UAV; conducts damage assessment field evaluations in person or using the 
UAV; conducts and assists with after-action meetings following emergency events or exercises to 
identify and implement improvements to emergency plans and operations.  
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Senior Emergency Management Specialist        

      Effective Date: 09.28.2017 
      Last Modified: 09.28.2017 
 

20% +/- 10% 
 Coordinates public outreach campaigns and materials; develops materials and presentations for 

emergency management trainings and presentations; prepares fact sheets, newsletters, flyers, and 
emergency preparedness guides; posts updates, news, and notifications to social media accounts, 
office website, and Ready Notify program; reviews and edits publications; attends public outreach 
events to answer questions and pass out literature; delivers trainings and presentations regarding 
emergency management plans. 

 
 15% +/- 10% 

 Performs supporting administrative responsibilities; responds to emails and phone calls; attends 
various trainings and meetings; inputs data into databases; stays abreast of best practices, new 
policies and procedures, and laws.  

 
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Bachelor's degree emergency management, public administration, or other public safety discipline 

with three (3) years of emergency management or public safety experience; or an equivalent 
combination of training and experience.  

 
 Valid driver license, proof of automobile insurance, and access to a personal vehicle for travel. 
 
Additional Requirements for all levels 
 
 No special license or certification is required.   
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 

 
Physical Requirements   
 
 Ability to operate a variety of office machines and equipment including a computer and multifunction 

printer. 
 
Technology Requirements 
 
 Ability to operate a variety of computer applications that include but are not limited to Microsoft Office 

Suite applications, video and audio conferencing software, geographic information systems (GIS), 
mass notification systems, social media, and environmental analytics software.  

 
Supervisory Responsibilities 
 
 Ability to assign, review, plan, and coordinate the work of other employees and to maintain standards. 

 
 Ability to provide instruction and training to other employees. 
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide, calculate decimals and percentages, and perform routine 

statistics. 
 
 



Senior Emergency Management Specialist        

      Effective Date: 09.28.2017 
      Last Modified: 09.28.2017 
 

Language Ability & Interpersonal Communication  
 

Requires the ability to perform mid-level data analysis including the ability to audit, deduce, assess, 
conclude, and appraise. Requires discretion in determining and referencing such to established 
criteria to define consequences and develop alternatives. 
 

 Ability to comprehend a variety of informational documents including after action reports, 
exercise/training evaluation forms, emergency operating plans, publications, memorandums, various 
outreach materials, various emergency plans, correspondence, and other reports and records. 

 
 Ability to comprehend a variety of reference books and manuals including Employee Handbook, 

National Incident Management System guidelines, relevant federal and state laws, department 
guidelines, policies, and procedures, and Ohio Revised Code. 

 
 Ability to prepare exercise/training evaluation forms, correspondence, publications, evacuation plans, 

damage assessments, presentations, flyers, planning documentations, various emergency and 
incident plan documents, reports, excel spreadsheets, and other job related documents using 
prescribed format and conforming to all rules of punctuation, grammar, diction, and style.   

 
 Ability to convince and influence others, to record and deliver information, to explain procedures, and 

to follow instructions.   
 
 Ability to use and interpret emergency management terminology and language.   
 
 Ability to communicate with supervisors, coworkers, partner agencies, community officials, advisory 

board, other Cuyahoga County personnel, and the general public.  
 
Environmental Adaptability 
 
 Work is typically performed in an office environment but may be required to be in the field for damage 

assessments or other support operations. 
 
 Work may involve exposure to temperature and weather extremes, wetness, humidity, smoke, dust, 

and bright or dim lights. 
 
 
 
Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective employees and incumbents to discuss potential accommodations with the employer.  



CURRENT CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

12093 Supervisor, Emergency 
Management Specialist 

Public Safety & 
Justice Services Exempt 13A 

PROPOSED REVISED CLASSIFICATION 

Class Number Classification Title Department  FLSA Status Pay Grade 

12093 Supervisor, Emergency 
Management Specialist 

Public Safety & 
Justice Services Exempt 13A 

 

Requested By:  Personnel Review Commission  
  

Rationale: PRC routine maintenance. Classification last revised in 2016. Language was 
updated to better reflect work performed on the job. A Technology 
Requirement section was added.  

 

No. of Employees 
Affected:           

Two (2) 

 

Dept.(s) Affected: Public Safety & Justice Services 
 

Fiscal Impact: None 
 

Staffing 
Implications: 

None  

 

PRC Contact(s): Verona Blonde, Classification and Compensation Specialist 
Albert Bouchahine, Manager of Classification and Compensation 

                  

 

 

                                                                                            



Human Resources 
and Management 
Contact(s): 

Date of Contact: Type of Contact: Reason: 

Mark Christie, 
Manager Emergency 
Management 

9/4/2020 Email Send draft specification 

Jim Battigaglia, 
Archer Consultant 

10/2/2020 Email Pay grade evaluation  

 



   

           Effective Date: 06.16.2016 
           Last Modified: 06.16.2016 
 

CUYAHOGA COUNTY CLASSIFICATION SPECIFICATION 
 

Class Title: Supervisor, Emergency Management  Class Number: 12093 

FLSA: Exempt Pay Grade: 13A 
Dept: Public Safety and Justice Services 
 
 
Classification Function   
 
The purpose of this classification is to develop, coordinate, maintain, and implement emergency 
management plans, emergency preparedness exercises, public safety training programs, and public 
outreach programs.  
 
Distinguishing Characteristics 
 
This is a supervisor level classification that provides direct supervision to a unit within the Office of 
Emergency Management. This position oversees and participates in operations as well as leading the 
unit work. The incumbent exercises discretion in following and ensuring adherence to protocol, 
procedures, laws, and regulations in the performance of duties. This position is required to be on-call 
outside of normal business hours for emergency situations. 
 
Essential Job Functions 
 
The following duties are normal for this classification. These are not to be construed as exclusive 
or all-inclusive. Other duties may be required and assigned. 
 

50% +/- 10% 
 Develops, coordinates, maintains, and implements emergency management plans, emergency 

preparedness exercises, public safety training programs, and public outreach programs; plans, 
coordinates, and participates in emergency management trainings, workshops, and conferences; 
oversees design, development, and implementation of emergency management tabletop and full-
scale training exercises; works cooperatively with County departments, municipalities, and outside 
agencies and partners to enhance coordination and improve emergency response capabilities; 
provides emergency planning support and assistance to other agencies and municipalities; manages 
compliance of programs and emergency plans with various local, state, and federal requirements, 
guidelines, and laws; makes recommendations for program improvement; oversees development and 
implementation of public safety training and outreach campaigns and materials; trains with the County 
Unmanned Aerial Vehicle (UAV) team to develop and maintain proficiency providing the UAV to utilize 
during various situations. 

  
20% +/- 10% 

 Supervises and manages unit staff; directs staff to ensure work completion and maintenance of 
standards; plans, assigns, and reviews work; coordinates and/or provides training and instruction; 
evaluates employee performance; responds to employee questions, concerns, and problems; 
approves employee timesheets and leave requests; prepares and reviews documents related to 
timesheets, requests for leave, and overtime; develops and monitors unit work plans and work 
performance standards; monitors and provides for training needs; meets with employees individually 
and as a unit; recommends personnel actions including selection, promotion, transfer, discipline, or 
discharge. 
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Supervisor, Emergency Management  
 
  

           Effective Date: 06.16.2016 
           Last Modified: 06.16.2016 
 

15% +/- 5% 
 Coordinates operations when Emergency Operation Center (EOC) activations occur; assists with the 

coordination of agency operations and County response during emergency/crisis incidents; acts as a 
liaison during County EOC activations; coordinates allocation of resources and materials; coordinates 
and executes plans for operational emergency support; coordinates and conducts damage 
assessments with municipalities to record and assess the damage from naturally occurring incidents; 
conducts or participates in after-action meetings following emergency events or exercises to identify 
and implement improvements to emergency plans and operations; evaluates and updates OEM 
operation policies.   
    

15% +/- 5% 
 Performs supporting administrative responsibilities; responds to emails and phone calls; attends 

various training, workgroups, exercises, and meetings; prepares and maintains records, 
documentation, and special reports related to work performed; inputs and maintains data into 
information sharing system and resource database; prepares and monitors grant applications and 
grant compliance; coordinates training and exercise schedule. 

 
Minimum Training and Experience Required to Perform Essential Job Functions 
 
 Bachelor's Degree in emergency management, public administration, or other public safety discipline 

with five (5) years of emergency management or public safety experience; or an equivalent 
combination of education, training, and experience. 

 
 Valid driver license, proof of automobile insurance, and access to a personal vehicle for travel. 
 
Additional Requirements for all levels 
 
 No special license or certification is required.   
 
Minimum Physical and Mental Abilities Required to Perform Essential Job Functions 

 
Physical Requirements   
  
 Ability to operate a variety of office machines and equipment including a computer and multifunction 

printer. 
 
Technology Requirements 
 
 Ability to operate a variety of computer applications that include, but are not limited to, Microsoft Office 

Suite applications, video and audio-conferencing software, geographic information systems (GIS), 
mass notification systems, social media, and environmental analytics software. 

 
Supervisory Responsibilities 
 
 Ability to assign, review, plan and coordinate the work of other employees and to maintain standards. 

 
 Ability to provide instruction and training to other employees. 

 
 Ability to solve and act on employee problems. 

 



Supervisor, Emergency Management  
 
  

           Effective Date: 06.16.2016 
           Last Modified: 06.16.2016 
 

 Ability to recommend the transfer, selection, evaluating, or promotion of employees. 
 

 Ability to recommend and act on the discipline or discharge of employees. 
 
Mathematical Ability 
 
 Ability to add, subtract, multiply, divide, calculate decimals and percentages, and perform routine 

statistics. 
 
Language Ability & Interpersonal Communication  
 
 Requires the ability to perform mid to high level data analysis requiring managing of data and people 

deciding the time, sequence of operations or events within the context of a process, system, or 
organization.  Involves determining the necessity for revising goals, objectives, policies, procedures, 
or functions based on the analysis of data/information and includes performance reviews pertinent to 
objectives, functions, and requirements.  
 

 Ability to comprehend a variety of informational documents including time sheets, after action reports, 
emergency management plans, publications, newsletters, memorandums, various outreach 
materials, expense reports, and other reports and records. 

 
 Ability to comprehend a variety of reference books and manuals including Employee Handbook, 

Emergency Planning and Community Right-to-Know Act, National Incident Management System 
guidelines, relevant federal and state laws, department guidelines, policies, and procedures, SARA 
Title III,  and the Ohio Revised Code. 

 
 Ability to prepare correspondence, performance evaluations, evacuation plans, damage 

assessments, presentations, planning documents, various emergency and incident plan documents, 
agendas, memorandums, training documents, after action reports, grant applications, and other job 
related documents using prescribed format and conforming to all rules of punctuation, grammar, 
diction, and style.   

 
 Ability to manage the work of other employees, to counsel and advise administrators, to convince and 

influence others, to record and deliver information, to explain procedures, and to follow instructions.   
 
 Ability to use and interpret emergency management terminology and language.   
 
 Ability to communicate with supervisors, coworkers, partner agencies, community officials, advisory 

board, other Cuyahoga County personnel, Administrator, committees, outside boards, various state 
and federal agencies, police, firefighters, EMS, and the general public.   

 
Environmental Adaptability 
 
 Work is typically performed in an office environment and occasionally in the field for damage 

assessments or other support operations. 
 
 Work may involve exposure to temperature and weather extremes, wetness, humidity, smoke, dust, 

and bright or dim lights. 
 



Supervisor, Emergency Management  
 
  

           Effective Date: 06.16.2016 
           Last Modified: 06.16.2016 
 

 
 
Cuyahoga County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the 
County will provide reasonable accommodations to qualified individuals with disabilities and encourages both 
prospective employees and incumbents to discuss potential accommodations with the employer.  
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